
To copy and paste text from a PDF document, click on the “Text Select Tool” button, then 
highlight your desired text.  Then either click on “Edit” and “Copy” or right-click on your 
highlighted content and select “Copy.”  You can then paste the information as you would any 
other Microsoft product. 
 

 
 
 
 
 
 
To copy and paste a graphic from a PDF document, click on the “Graphics Select Tool” button, 
then using your left mouse button, draw a box around your desired graphic.  Then either click on 
“Edit” and “Copy” or right-click on your graphic and select “Copy.”  You can then paste the 
graphic as you would any other Microsoft product. 
 

 


